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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMEN'F DIVISION
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INSTRUCTIONS See Publication No. 76—°M 1 for mstructions on compietmg thus formi Forward sngned original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Sectlom :
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FOR AGENCY USE 1. Agency Address ' , ‘- | FOR f‘fEQBD__s MANAGEMENT USE
Application Date . - Department o Educ tion ! Application Number
" ofHice of Adrfninistra‘a}:ive Seryices SI-261\
Application Number ~ REQi onal Education Services Divis 10n Dste Received - Date Comp\eted T
B At]anta GA 30334 o APR 2 2 1981 JMAY 4 1981
Zzl;erson tb Contact o R . - T m:#_V—Vorkmg Tnle o Telephone N_unTﬁef_____
Mrs. Conn1e Hunt Principal Secretary _656-2446

_3_ Z ction Requested
a. [ Establish Retention Schedule; record will continue to accumulate.
b. O Dlspose of present accumulation; no further accumulation anticipated.

| ¢ O Amend Application No. _ Check One: [ Change; [0 Supercede; O Void
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4. Dates of Series 5. Recerds Series Title (followed by title used in office if different)
Earliest  Latest
1969 N to date Non-Public School Unofficial Enro11ment Files
6. Division and Office Function What is the function of the Dwusmn n and the Office in ‘which this record series is created?

The Regional Education Services Division is responsible for providing liaison services
between the State Department of Education and the 187 local school systems and 16 CESAs
(Cooperative Education Service, Agencies). It provides monitoring in administrative areas
dealing with State Board of Education policies and State laws; administers state school
standards through on-site appraisal of standards applications; assists local school systems
in the development of local fac111ty plans; conducts pupil-teacher ratio and attendance
audits; provides liaison services to accrediting agencies and principals' organizations;
compiles school systems data for directories, school calendars, and the State legislature.
These services are provided through the Division Director, 10 Regional Directors (located
in offices throughout the state), and 1 Administrator a551gned to work with the principals’
organizations.
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7. Record Series Desmptnon Thss flle contalns the followmg documents (mclude form numbers and ttt!es i any}
Attach samples of the file,

Documents relating to: maintaining a current 1list of private schools at the elementary and
secondary level in the State of Georgia as a public service to the citizens of the state.

included X is: @ list of non-public schools throughout Georgia, giving only school name,
address, number enrolled and grades. Information for this list is obtained from local schooll
attendance during the second month of each school year in compliance with Georgia Law
32-2114. The Department has no regulatory power over private elementary or secondary schooTs.

File is arranged: Chronologically by school year; thereunder a]phabet1ca11y by county, thereunder
alphabetically by school.

| 8. Monthiy ‘Referenca Rate  How often are records referred to which are:
Oné to six months old ___3_0¢0_ﬁ_,,_, Seven to twelve months old . 300. .—.; Thirteen to twenty-four months old __]_OQ s
nty-five months and older . _50 I |

| 9. Annual Rate of Accumulation of Records =

Letter-size drawers — e —ilegalsize drawers .. __; Shelves ey Other {sp.e'c;'fy) _1_[ 6"
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{0 Hold in the current files area o .monthis} ___ ____ _ year{s}; then
O Transfer to local holding area; hold oo ._Year(s}; then

O Transfer to State Records Center; hold e m___year(s); then

O Destroy,

[J Transfer to State Archives for permanent retentxon
A Other (Specify)

i

Record Copy: Upon publication in November, send to Archives for permanent retention.

.Reference Copies: Destroy when no longer needed.
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These instructions apply to all prior and future accumulations of the series,

ie 1 Records Managament Oﬂlcer' ' “{_.—S‘;gf_?;are)

Recommendations in
graph 12 are approved. State Auditor/Designee

e

| YES } NO | 10. Qgg;;nonnacre (Place an "X'' in the proper ooluan_ o e B o L
X . s this the official copy of the series? . ‘ -
Moot whereisit? = _ VR
b Does the series contain confidential mformatlon requmng securltv handlmg? If yes,.'.lte Iaw or regulatlon
1 X | csthisavitatrecord? - —————
XLt d Does this series have hlstonca| or long term research value? o e ]
NA e. When one or two documents in the file make it necessary to keep the entire fnle for a Iong perlod could these
I __documents be scheduled separately? _ i ' e ]
Xi “f, s the information contained in this series ever published? I yes.attach cony, A
X g 15 the mformauon contained in this series ever analyzed and/or recorded in a summaruzed report?
b _Myes attachecooy, . . _. .. _ e e
X h. Is there a duplication of this series in your office, or in another office or agency?
_If yes, where? S - N . waee]
b X1 i 1s this series for. immmgqrtg_ngUeQULaume_mneL e e
[ _Z(_[ _L__Doés the record series result in a computer printout? . . __ . -
11. Retention Requirements The following requires the series to be kept:
a. State Law — e _.__Yyears. d. Audit period — years,
b. Statute of limitation — i em___Yyears. e. Administrative need . _ .years.
c. Federal law . years. f. Federal retention instructions . _ _____years.
Attach copy or excert of laws or regulations. Explain administrative need,
_:ITApprovaiwDusposlrtton Instructions Th1s;gency recommends that the file series be cut off at the end of each:
f O Calendar Year; O Fiscal Year; @ Other __ R . -1\ }

{If disapproved, attach letter A T

of explanation.} ' 1 Secret%ate/ Designee |

Attorney General/Designee
AR—50-71; Rev, 76 ' (Raverte Sida) -




